STATE OF MARYLAND
ADMINISTRATIVE OFFICE OF THE COURTS
PROCUREMENT, CONTRACT AND GRANT ADMINISTRATION
2003 C COMMERCE PARK DRIVE
ANNAPOLIS, MD 21401

REQUEST FOR PROPOSALS (RFP)
FOR
JIS Senior IT Specialist Resource

Project: K20-0038-29

ISSUED: 10/21/2019
Sole point of contact for this solicitation is the Procurement Officer. Offerors are specifically
directed NOT to contact any other Judiciary personnel or its contracted consultants for meetings,
conferences, or discussions that are specifically related to this RFP at any time prior to any award
and execution of a contract. Unauthorized contact with any Judiciary personnel or the Judiciary’s
contracted consultants may be cause for rejection of the Offeror’s proposal.

Minority Business Enterprises (MBES) are encouraged to respond to this Request for Proposals.

Procurement, Contract and Grant Administration
http://www.mdcourts.gov
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THE JUDICIARY
NOTICE TO OFFERORS/CONTRACTORS

In order to help us improve the quality of Judiciary solicitations, and to make our procurement
process more responsive and business friendly, we ask that you take a few minutes and provide
comments and suggestions regarding the enclosed solicitation. Please return your comments with
your proposals. If you have chosen not to propose on this Contract, please e-mail this completed
form to sejal.lakhawala@mdcourts.gov.

Title: JIS Senior IT Specialist Resource
Project No: K20-0038-29

1. If you have responded with a "no bid", please indicate the reason(s) below:

Other commitments preclude our participation at this time.

The subject of the solicitation is not something we ordinarily provide.

We are inexperienced in the work/commaodities required.

Specifications are unclear, too restrictive, etc. (Explain in REMARKS section.)

The scope of work is beyond our present capacity.

Doing business with Maryland Government is simply too complicated. (Explain in

REMARKS section.)

We cannot be competitive. (Explain in REMARKS section.)

Time allotted for completion of the proposals is insufficient.

Start-up time is insufficient.

Insurance requirements are restrictive. (Explain in REMARKS section.)

Proposals requirements (other than specifications) are unreasonable or too risky.

(Explain in REMARKS section.)

() MBE requirements. (Explain in REMARKS section.).

() Prior Judiciary contract experience was unprofitable or otherwise unsatisfactory.
(Explain in REMARKS section.)

() Payment schedule too slow.

Other:

NN AN AN AN N
N N N N N N

NN AN NN
Nt N N N N

2. If you have submitted a proposal, but wish to offer suggestions or express concerns, please
use the Remarks section below. (Use reverse side or attach additional pages as needed.)

REMARKS:

Offeror Name:

Contact Person: Phone ( ) -

Address:
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KEY INFORMATION SUMMARY SHEET

RFP Issue Date:
RFP Issuing Office:

Procurement Officer:

Proposals must be sent to:

MARYLAND JUDICIARY

Request for Proposals

JIS Senior IT Specialist Resource

PROJECT # K20-0038-29

10/21/2019
Procurement, Contract and Grant Administration

Sejal Lakhawala

Maryland Judiciary, Administrative Office of the Courts
Department of Procurement, Contract and Grant Administration
187 Harry S. Truman Parkway

Annapolis, MD 21401

410-260-1265

Sejal.lakhawala @mdcourts.gov

Sejal Lakhawala

Maryland Judiciary, Administrative Office of the Courts
Department of Procurement, Contract and Grant Administration
187 Harry S. Truman Parkway

Annapolis, MD 21401

(Note: Please be advised to send the proposal to our new address as stated above)

Closing Date and Time:

November 11, 2019 at 2:00 PM
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SECTION 1 - GENERAL INFORMATION

11

Summary Statement

The A

dministrative Office of the Courts (AOC) issues this Request for Proposals (RFP) to seek

proposals from prospective offerors to provide the services of one (1) Senior IT Specialist Resource
in the area of Project Management and SharePoint to support and transition existing project efforts
to new contract vehicles.

1.2

Abbreviations and Definitions

For the purpose of this RFP, the following abbreviations or terms have the meanings indicated

below:
a.

b
C.
d

@

Contract — The Contract attached to this RFP as Attachment A

. Contractor — The selected Offeror

Local Time — Time in the Eastern Time Zone

MBE — Minority Business Enterprise currently so certified by the Maryland State Department
of Transportation.

Offeror — An entity that submits a proposal in response to this RFP

Procurement Officer — The Judiciary representative responsible for this RFP, for the
determination of contract scope issues, and the only Judiciary representative who can
authorize changes to the contract

RFP — Request for Proposals for JIS Senior IT Specialist Resource dated 10/21/2019,
including any and all amendments.

AOC Contract Manager— The Judiciary representative that serves as the technical manager
for the resulting contract. The AOC Contract Manager monitors the daily activities of the
contract and provides technical guidance to the Contractor.

Judiciary business hours — 8:00 a.m. — 5:00 p.m. Monday — Friday (excluding State holidays
and any other days closed by order of the Chief Judge of the Court of Appeals.)

|13

Contract Type

The Contract that results from this RFP shall be based on Time and Material.

| 14

Contract Duration

The Contract resulting from this RFP shall begin January 20, 2020 and extend for a base period of

one (1) year. The Judiciary shall have the sole right to exercise up to four (4) optional one-year
renewal options at its discretion.

JIS Senior IT Specialist Resource
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1.5 Procurement Officer

The sole point of contact in the Judiciary for purposes of this RFP prior to the award of any contract
is the Procurement Officer identified below:

Sejal Lakhawala
187 Harry S. Truman Parkway
Annapolis, MD 21401
410.260.1265
Sejal.lakhawala@mdcourts.gov

The Maryland Judiciary may change the Procurement Officer at any time by written notice to the
Contractor.

1.6 AOC Contract Manager

Dan Cogliano

The Maryland Judiciary may change the AOC Contract Manager at any time by written notice to
the Contractor.

| 1.7 Questions

1.7.1 The Procurement Officer shall accept written questions from prospective Offerors. Please
submit all questions to the Procurement Officer by e-mail.

1.7.2 Based on the availability of time to research, the Procurement Officer shall communicate a
timely answer during the pre-proposal conference. Answers to all substantive questions
that are not clearly specific only to the requestor will be posted on the Judiciary’s
procurement website and eMarylandMarketplace.

| 1.8 Proposal Due (Closing) Date

One original and four (4) copies of each proposal (Technical and Financial) must be received by the
Procurement Officer no later than 2:00 p.m. (local time) on November 11, 2019 in order to be
considered. One electronic version of the Technical Proposal must be included inside the Technical
Proposal submission envelope. One electronic version of the Financial Proposal must be included
inside the Financial Proposal submission envelope. Both electronic versions must be labeled with
the RFP title, RFP number, and Offeror’s name and be packaged with the original copy of the
appropriate proposal (Technical or Financial).

Requests for an extension of this date or time will not be granted. Offerors’ mailing proposals should
allow sufficient mail delivery time to ensure timely receipt by the Procurement Officer. Proposals
received by the Procurement Officer after the due date and time will not be considered.

Proposals may not be submitted by e-mail or facsimile.
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| 1.9  Duration of Offer

Proposals submitted in response to this RFP are irrevocable for 180 days following: (1) the closing
date of proposals or (2) Best and Final Offers (BAFOs), if requested. This period may be extended
at the Procurement Officer’s request only with the Offeror’s written agreement.

| 1.10 Revisions to the RFP

If it becomes necessary to revise this RFP before the due date for proposals, amendments will be
posted on the Judiciary’s Procurements webpage and on eMarylandMarketplace. Amendments
made after the due date for proposals will be sent only to those Offerors who submitted a timely
proposal.

Acknowledgment of the receipt of all amendments to this RFP issued before the proposal due date
must accompany the Offeror’s proposal in the Transmittal Letter accompanying the Technical
Proposal submittal. Acknowledgement of the receipt of amendments to the RFP issued after the
proposal due date shall be in the manner specified in the amendment notice. Failure to acknowledge
receipt of amendments does not relieve the Offeror from complying with all terms of any such
amendment.

| 111  Cancellations

The Judiciary reserves the right to cancel this RFP; accept or reject any and all proposals, in whole
or in part, received in response to this RFP, waive or permit cure of minor irregularities’ and conduct
discussions with all qualified or potentially qualified Offerors in any manner necessary to serve the
best interests of the Judiciary. The Judiciary also reserves the right, in its sole discretion, to award
a Contract based upon the written proposals received without prior discussions or negotiations.

| 1.12  Oral Presentations/Discussions

Offerors may be asked to participate in oral presentations to expand on their proposal. The AOC
expects to schedule those no later than two weeks after proposal receipt. The Procurement Officer
will notify selected Offerors of the time and location.

Significant representations made by an Offeror during the oral presentation shall be submitted in
writing. All such representations will become part of the Offeror’s proposal and are binding if the
Contract is awarded.

1.13 Incurred Expenses

The Judiciary will not be responsible for any costs incurred by an Offeror in preparing and
submitting a proposal, in making an oral presentation, in providing a demonstration, or in performing
any other activities relative to this solicitation.

| 1.14  Economy of Preparation

Proposals should be prepared simply and economically, providing a straightforward, concise
description of the Offeror’s proposals to meet the requirements of this RFP.
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1.15 Protests/Disputes

Any protest or dispute related respectively to this solicitation or the resulting Contract shall be
subject to the provisions of the Judiciary’s Procurement Policy.

| 1.16 Multiple or Alternate Proposals

Neither multiple nor alternate proposals will be accepted.

| 1.17  Public Information Act Notice

An Offeror shall give specific attention to the clear identification of those portions of its proposal
that it considers confidential, proprietary commercial information or trade secrets, and provide
justification why such materials, upon request, should not be disclosed by the Judiciary under the
Public Information Act, Title 4, Subtitle 1, Part Il of the General Provisions Article of the Annotated
Code of Maryland or Maryland Rules 16-901 through 16-912, the Court Access Rules.

Offerors are advised that, upon request for this information from a third party, the Procurement
Officer is required to make an independent determination whether the information can be disclosed.
Information which is claimed to be confidential is to be placed after the Title Page and before the
Table of Contents in the Technical Proposal and, if applicable, in the Financial Proposal.

1.18 Offeror Responsibilities

The selected Offeror shall be responsible for all products and services required by this RFP. All
subcontractors must be identified and a complete description of their role relative to the proposals
must be included in the Offeror’s proposals. Additional information regarding MBE subcontractors
is provided under paragraph 1.23 below. If an Offeror that seeks to perform or provide the services
required by this RFP is the subsidiary of another entity, all information submitted by the Offeror,
such as but not limited to, references and financial reports, shall pertain exclusively to the Offeror,
unless the parent organization will guarantee the performance of the subsidiary. If applicable, the
Offeror’s proposal must contain an explicit statement that the parent organization consents to the
terms of the RFP and will guarantee the performance of the subsidiary.

1.19 Mandatory Contractual Terms

By submitting an offer in response to this RFP, an Offeror, if selected for award, shall be deemed to
have accepted the terms of the Contract, attached as Attachment A. Any exceptions to the terms and
conditions of the Contract must be clearly identified in the Executive Summary of the Technical
Proposal. A proposal that takes exception to these terms may be rejected and therefore determined
to be not reasonably susceptible of being selected for award.

| 1.20 Proposal Affidavit

A proposal submitted by an Offeror must be accompanied by a completed Bid/Proposal Affidavit.
A copy of this Affidavit is included as Attachment B of this RFP.
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1.21 Contract Affidavit

All Offerors are advised that if a Contract is awarded as a result of this solicitation, the successful
Offeror will be required to complete a Contract Affidavit. A copy of this Affidavit is included for
informational purposes as Attachment C of this RFP. This Affidavit must be provided within five
(5) business days of notification of proposed Contract award.

| 1.22  Minority Business Enterprises

An MBE Subcontractor participation goal of 0% has been established for this solicitation.

1.23 Arrearages

By submitting a response to this solicitation, each Offeror represents that it is not in arrears in the
payment of any obligations due and owing the State, including the payment of taxes and employee
benefits, and that it shall not become so in arrears during the term of the Contract if selected for
Contract award.

| 1.24  Procurement Method

The Contract resulting from this RFP will be awarded in accordance with the competitive sealed
proposals process.

| 1.25 Verification of Registration and Tax Payment

Before a corporation can do business in the State, it must be registered with the Department of
Assessments and Taxation, State Office Building, Room 803, 301 West Preston Street, Baltimore,
Maryland 21201. It is strongly recommended that any potential Offerors complete the registration
prior to the due date for receipt of proposals. An Offeror’s failure to complete the registration with
the Department of Assessments and Taxation may disqualify an otherwise successful Offeror from
final consideration and recommendation for Contract award.

| 1.26  Payments by Electronic Funds Transfer

By submitting a response to this solicitation, the Offeror agrees to accept payments by electronic
funds transfer unless the State Comptroller’s Office grants an exemption. The selected Offeror shall
register using the COT/GAD X-10 Vendor Electronic Funds (EFT) Registration Request Form. Any
request for exemption must be submitted to the State Comptroller’s Office for approval at the address
specified on the COT/GAD X-10 form and must include the business identification information as
stated on the form and include the reason for the exemption. The COT/GAC X-10 form can be
downloaded at:
http://comptroller.marylandtaxes.com/Vendor_Services/Accounting_Information/Static_Files/GA
DX10Form20150615.pdf
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1.27 Non-Disclosure Agreement

All Offerors are advised that if a contract is awarded as a result of this RFP, the successful Offeror
shall be required to complete a Non-Disclosure Agreement. A copy of this Agreement is included
for informational purposes as Attachment F of this RFP. This signed Agreement must be provided
with the Offeror’s signed contract.

THE BALANCE OF THIS PAGE INTENTIONALLY LEFT BLANK
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SECTION 2 - STATEMENT OF WORK

| 2.1 Organization Background

Located in Annapolis, Maryland, Judicial Information Systems (JIS) is comprised of six units
including application development and support, hardware installation and maintenance, operation
of the Data Center computer systems, and support of online case management and business
applications at the District and Circuit Courts across the state.

The Project Management Office, under the direction of the Enterprise Project Manager, is
responsible for enterprise project planning, portfolio and project practices, and enterprise project
oversight. This oversight may include the direct management of projects associated with
enterprise modernization efforts.

| 2.2 Contractor Minimum Requirements

e BAJ/BS in Computer Science.

e Ability to communicate effectively, orally and in writing, and to establish and maintain
effective working relationships with peers, end users and vendor development staff, as well
as all levels of management and judicial personnel as necessary.

e The offeror shall propose a candidate with 3 years (5 years is preferred) with SharePoint
development and system administration.

e Project Management Professional (PMP) certification

e Active development and support experience with Microsoft SharePoint

e Experience with systems development methodologies and project management practices
e Experience with Help Desk, Workstation / PC support, and LAN support

o Experience with the identification and documentation of business and technical systems
requirements

e Excellent problem solving and collaboration skills
e Excellent communication and documentation skills
e Planning and management reporting experience

e Ability to work effectively within a diverse IT organization
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2.3 Statement of Work/Deliverables

2.3.1 Overtime - The Contractor shall not be provided compensation for overtime unless otherwise
agreed to in advance, in writing and approved by the AOC Contract Manager. In the event that
overtime is required, it shall be paid at time and one-half of the agreed upon hourly rate.

2.3.2 Contractor’s Duties and Responsibilities
Projects and Programs Identified

Project Areas:
1. Cross functional technology upgrade projects including Windows, MS Outlook, MS
Office, Revenue collection, and associated concurrent projects.
2. Development and support of existing and planned MS SharePoint sites, strategies,
frameworks, and standards

A. Cross functional application projects

JIS is undertaking a number of technology upgrades. Each of these projects will involve Cross
functional coordination. Together they will require strategy development and planning to
coordinate the intersections within and between projects.

Tasks:
e The contractor will provide senior level project management and strategic planning support
for this and related projects as assigned.
Create and update of project plans and schedules.
Analyze and assess impacts of new project tasks against the project plan
Coordinate project activities with both internal JIS and external parties as needed.
Assist with strategy and design of deliverables as needed.
Schedule and facilitate planning and status meetings
Create and deliver project presentations to senior and executive Judiciary management as
needed.

B. MS SharePoint

Projects in this area may include analysis, design, development, support, and user training for new
and existing departmental SharePoint sites as well as assistance in the development of a wider
strategy and framework for online communication and collaboration. The contractor will provide
senior level project strategic planning and detailed technical development and training support for
these and related projects as assigned.
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Tasks:

e Support daily use of and enhancements to existing SharePoint sites

e Analyze, design, develop, and document new SharePoint sites as needed.

e Assist in the development of an enterprise strategy and framework for the ongoing use of
SharePoint and the integration of SharePoint with other communication and collaboration
vehicles

e Develop a plan and framework for the integration of database capabilities within the
SharePoint environment

e Ensure the Creation and review of designated project deliverables

e Assist with strategy and design of deliverables as needed.

e Schedule and facilitate planning and status meetings

e Track progress of assigned projects, identify risk factors, develop risk mitigation plans,
identify issues, and facilitate appropriate forums for resolution.

e Provide management reporting as designated.

2.3.3 Reporting

Consultant will report activity on a weekly basis to communicate progress made on the
programs/projects on which they are working to the Enterprise Project Manager or a person of their
designation, JIS

Contractual Resources are required to report in a JIS prescribed format:
1. A weekly report communicating project progress and status,
2. Weekly time reporting on JIS provided forms, and
3. Any additional reports as assigned by the supervising manager.

The appropriate members of the JIS technical, business, analytical and management staff will be
available to work with the consultant to ensure that the necessary levels of communication and
knowledge are exchanged accurately and timely.

2.3.4 Place of Performance/Travel

All work shall be performed at the Maryland Judiciary’s JIS Department located at 2661 Riva Road,
Suite 900, Annapolis, Maryland 21401, unless otherwise authorized.

The Senior IT Specialist role occasionally requires travel within the state of Maryland.

CRs must have access to a vehicle to commute to sites as required and a valid driver’s license. Some
site visits may require arranging local lodging accommodations and traveling to the region the night
before the required site visit.

The Department/Senior Manager must approve work prior to or after normal operation hours and all
travel and lodging arrangements in writing and in advance. Mileage, toll re-imbursements and
lodging re-imbursements should be invoiced to the AOC and reimbursed in accordance with the
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Judiciary’s travel policy. http://mdcourts.gov/administration/travel.html. The Contractor will not be
reimbursed for any travel expenses including but not limited to transportation, meals, and hotel
accommodations, except as approved in advance by the AOC Contract Manager.

2.3.6 Hours of Operation

Hours of work are the normal operational hours of 8:30am to 5:00pm (EST), with the flexibility to
extend the coverage hours to meet deadlines. The JIS Project Manager or Department/Senior
Manager must approve work prior to or after normal operation hours, not to exceed 2,040 hours per
year.

Depending upon project requirements, the Contractual Resource must be able to work a flexible
schedule to include evenings, nights, weekends and holidays. Contractual Resource must be
available to provide on-call operational support as required outside business hours.

2.3.7 Resource Management Notations

e Face to face meetings with key organizational leaders will be part of the proposal screening
process.

e As part of the contract, a two to four-week training period will be provided to acclimate the
selected individual(s) in the methods, processes, equipment, and software used by the
Maryland Judiciary.

e Individual(s) must have the ability (with reasonable accommodation) to transport themselves
to designated locations throughout the state.

e Individual(s) must have the ability (with reasonable accommodation) to lift personal
computers, printers, scanners, and other equipment associated with a standard computer
workstation.

e Contractual Resources are required to adhere to JIS and Judiciary policies including those
for timekeeping and dress policy.

2.4  Performance Evaluation, Mitigation and Substitution

2.4.1 PERFORMANCE EVALUATION

JIS will monitor Contractor personnel performance on an ongoing basis. Contractors will receive an
annual evaluation during the same period that State employees are evaluated, generally the March
timeframe. Since all Service Desk personnel are evaluated during the same period the evaluation
may represent less than 12 months’ work. Performance issues identified by JIS are subject to the
mitigation process described in Section 2.4.2.
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2.4.2 PERFORMANCE PROBLEM MITIGATION

In the event the JIS is not satisfied with the performance of the Contractor Personnel, the mitigation
process is as follows:

 JIS will notify the Contractor in writing describing the problem and delineating remediation
requirements. The Contractor will have three business days to respond to JIS Manager with a written
remediation plan. The plan will be implemented immediately upon acceptance by the JIS Manager.
Should performance issues persist, the JIS Manager may give written notice or request immediate
removal of the assigned resource.

* The Contractor personnel can be removed due to non-performance or potential conflicts at the JIS
Manager’s discretion at any time during the duration of the contract.

2.4.3 Substitution of Personnel

The substitution of personnel procedures are as follows:

* The Contractor may not substitute personnel without the prior approval of the JIS Manager.
* The Contractor shall provide at least 2 weeks advance notice for replacement of staff.

* To replace any personnel, the Contractor shall submit resumes of the proposed personnel specifying
their intended and approved labor category.

* All proposed substitute personnel shall have qualifications equal to or better than those of the
replaced personnel and must be approved by the JIS Manager.

 The JIS Manager shall have the right to interview the proposed substitute personnel.

* After the interview, the JIS Manager shall notify the Contractor of acceptance or denial of the
requested substitution.

2.4.4 Contractor Duties and Responsibilities

The Contractor shall be responsible for providing on a continual basis staff as awarded for all
assigned tasks as described in Section 2, the personnel required in this RFP within the timeframe
required as specified. Assigned staff must wear DGS-issued identification cards with picture.
Contractor shall cover expense of DGS-issued identification cards (currently $15.00). Contractor
shall ensure that identification cards are properly worn and displayed. Proposed staff must pass
background investigation. AOC reserves the right to conduct independent background investigations
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of all contract staff prior to performance of services under this agreement. AOC reserves the right to
terminate any staff that does not pass the AOC background investigation. AOC reserves the right to
cancel this Agreement if Master Contractor fails to perform sufficient investigation and screening
of staff.

2.5  Acceptance of Services

2.5.1 The JIS Contract Manager or his/her designated representative has sole authority to
determine the acceptable level of service.

2.5.2 When the JIS Contact Manager or his/her designee determines that Contractor service is
unsatisfactory, the Contractor shall return to the site at the request of the AOC, or an
authorized designee, and resolve the issue at no additional cost to the AOC.

2.6 Damage to State and Personal Property

2.6.1 The Contractor, their employees, subcontractors and agents shall be held directly responsible to
repair, replace or restore to its original condition, to the satisfaction of the Maryland Judiciary, curbs,
roadway surfaces, wheel stops, shrubbery, trees, buildings, bollards, gates, light pole, sign poles or
any other State-owned property which is damaged by the actions of the above-mentioned
representatives.

2.6.2 The Contractor, their employees, subcontractors and agents shall be held directly responsible for any
damage caused by their action or inaction to privately-owned property and shall hold the State
harmless for such damages.

2.7  Failure to Respond

2.7.1 Should the Contractor fail to respond to the request for service as specified herein, the Judiciary
may, at its option, directly or by contract, take whatever measures are necessary to provide the
necessary services at the expense of the Contractor.

2.8 Required Policies, Guidelines, and Methodologies

The Contractor shall be required to comply with all applicable laws, regulations,
policies, standards and guidelines affecting information technology projects, which
may be created or changed periodically by the State of Maryland. The Contractor
shall adhere to and remain abreast of current, new, and revised laws, regulations,
policies, standards and guidelines affecting project execution. These may include,
but are not limited to:

A. A System Development Life Cycle (SDLC) methodology and framework based on best
practices and industry standards, such as the incremental waterfall methodology, and the
agile software development framework.

B. The Administrative Office of the Courts Judicial Information Systems Security Policy.
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Contractor Security Requirements

Compliance with Judiciary Policies-

A. The Contractor, and all contractor and subcontractor personnel assigned to the Contract
(contractor personnel), shall comply with all applicable Judiciary policies and procedures, as
provided by the AOC Contract Manager, for the duration of the contract.

B. The Contractor must also comply with all federal and state laws, regulations, and policies,
including, but not limited to the Family Medical Leave Act and the Americans with
Disabilities Act as it relates to its contract with the AOC.

C. This includes, but is not limited to the following policies: the Accommodations of
Disabilities, Prohibiting Discrimination, Harassment, and Retaliation, Religious
Accommodation, and the JIS Information Security Policy.

D. The JIS Security Policy closely aligns with guidelines published by the National Institute
of Standards and Technology. The Policy is available online at:
http://www.mdcourts.gov/procurement/index.html

The Judiciary reserves the right to monitor all applicable computer and electronic
equipment usage for compliance with its policies.

| 2.9.2

Access and Background Checks-

A. Site visits to any Judiciary location by contractor personnel must be coordinated by
Judiciary staff with the designated site personnel in advance of any visit.

B. Any contractor personnel working at Judiciary locations, or on Judiciary systems or
projects, or who have access to Judiciary or State criminal data or systems, must be approved
in writing by the Procurement Officer prior to beginning work.

C. All contractor personnel working at Judiciary locations, or on Judiciary systems or
projects, or who have access to Judiciary or State criminal data or systems, must have a
Judiciary approved criminal background check prior to beginning work with the Judiciary,
and may be subject to rejection as a result of the background check.

D. All contractor personnel assigned to work at Judiciary locations shall be required to
obtain a Judiciary security identification badge prior to beginning work, and annually
thereafter. The contractor is responsible for any fees that may be incurred for initial issuance
of the badge and for any replacement.

E. The badge shall be displayed at all times while on Judiciary premises. To verify identity,
the contractor personnel shall be prepared to provide photo identification upon request by a
Judiciary official.

F. The contractor personnel are required to immediately notify the AOC Contract Manager,
the Administrative Official of the respective department or office or the AOC Contract
Manager, if their badge is lost or stolen.
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G. Select one: (Select option 1 if there is no immediate requirement for a CJIS background
check of contractor personnel for this contract. Select option 2 if contractor personnel are
required to have a CJIS background check for this contract.)

Contractor shall obtain a Criminal Justice Information System (CJIS) State and Federal
criminal background check, including fingerprinting, for each employee performing services
under the Contract. An approved CJIS State criminal background check shall be completed
prior to the Contractor personnel providing services on this Contract. The Maryland Judiciary
reserves the right to refuse to allow any contractor personnel to work on Judiciary premises,
systems, property or contracts, based upon criminal records.

H. The contractor personnel must notify the AOC Contract Manager, the Administrative
Official of the respective department or office , within one (1) business day, if any personnel
have been arrested, indicted, served with a criminal summons, named in a peace or protective
order, or named as a defendant in any civil case. The contractor personnel are also required
to provide regular updated information regarding the status of any of these actions.

I. The AOC Contract Manager, in conjunction with the Deputy Director of Security
Administration and the Procurement Officer, may impose restrictive conditions in response
to prior criminal convictions, pending criminal charges, or a violation of Judiciary
procedures, including removal from the contract, and/or restricted access to Judiciary
locations or systems.

J. In the event of a security incident or suspected security incident, the contractor personnel
shall immediately notify the Judiciary personnel as follows:

JIS Project Manager.
K. The contractor personnel shall cooperate fully in all security incident investigations.

L. During the course of the contract, if necessary for the delivery of goods and services, the
Contractor may be provided a Judiciary asset in the form of a cell phone, laptop, or other
electronic device. Any and all Judiciary devices are the property of the Judiciary and must
be returned in working, acceptable condition at the contract’s conclusion. If said devices are
not in working acceptable conditions, Contractor may be responsible for the cost of said
device(s). Any and all devices must be regularly updated as specified by the manufacturer
and JIS, and must adhere to all confidentiality guidelines as provided by JIS, the AOC, and
the JIS Project Manager.

L. Ifthe AOC determines that there is cause for the Contractor’s work to be suspended, the
Contractor shall take the following steps:

a. Immediately cease to represent itself as providing services to the AOC; and

b. Deliver to the AOC: (a) a report describing the current state of the Deliverables provided
by the Contractor under this Agreement and any applicable Statements of Work
outstanding as of the date of termination; (b) all AOC Confidential information in its
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possession, or at AOC’s option, destroy all such AOC Confidential information; and (c)
all work product to the AOC within seven (7) business days as of the date of termination.
Work product includes, but is not limited to, works for hire and materials as described in
§29.3.

c. Contractor is responsible for all AOC assets (including but not limited to, laptops, tablets,
computers, cell phones, other portable electronic devices, accessories, and peripherals,
etc.), that have been provided to the Contractor at the AOC’s cost. All AOC issued assets
are required to be surrendered to the AOC within five (5) business days of the termination
of services. Assets will be subject to evaluation and can include normal and expected
wear and tear, but must be functional and operable. Assets that do not meet this condition
may be subject to additional charge to the Contractor. Contractor shall be liable to the
AOC for any and all assets not surrendered.

2.9.3 Access to Judiciary Information Technology Systems

A. The contractor’s personnel shall complete all required paperwork as directed for security
access to the Judiciary systems.

B. The system access rights of contractor personnel must be updated no later than twenty-
four (24) hours after notification of the change in status; therefore, the Contractor shall
immediately notify the AOC Contract Manager and the JIS CISO of any termination of
contractor personnel and immediately confiscate the Judiciary badge and return it to the AOC
Contract Manager.

C. Select contractor personnel may be approved and given secured remote access privileges
by the Assistant Administrator, JIS, into the Judiciary systems to the extent needed for the
remote access privileges that are granted. To ensure compliance with the JIS Information
Security Policy, the configuration of remote access into AOC systems will be accomplished
by JIS staff. The JIS staff will monitor all remote access activities.

D. The approved contractor personnel may be given the capability to remotely monitor all
hardware and software for error/failure notifications, as appropriate. The Assistant
Administrator of JIS, must give prior written approval for the software used, and for the
method of the secured technical environment, prior to this capability being activated.

E. In the event that any approved contractor personnel no longer requires access to the
Judiciary systems, the Contractor must promptly notify the Assistant Administrator, JIS and
the AOC Contract Manager. The Contractor will be responsible for ensuring the list of
authorized Contractor personnel is maintained and accurate at all times.

2.9.4 Insurance

A. The Contractor shall at all times during the term of the Contract maintain, in full force
and effect, the policies of insurance required by this Section. Evidence that the required
insurance coverage has been obtained may be provided by Certificates of Insurance duly
issued and certified by the insurance company or companies furnishing such insurance.
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Such evidence of insurance must be delivered to the AOC Office of Procurement before
the actual implementation of the Agreement.

B. All insurance policies shall be endorsed to provide that the insurance carrier will be
responsible for providing immediate and positive notice to the AOC in the event of
cancellation or restriction of the insurance policy by either the insurance carrier or the
Contractor, at least sixty (60) days prior to any such cancellation or restriction. All
insurance policies shall name as an additional insured the Administrative Office of the
Courts and the Maryland Judiciary.

C. The requiring of any and all insurance as set forth in this RFP, or elsewhere, shall be in
addition to and not in any way in substitution for all the other protection provided under
the Contract for acceptance and/or approval of any insurance by the Procurement Officer,
shall be construed as relieving or excusing the Contractor from any liability or obligation
imposed upon it by the provisions of the Contract. The limits required below may be
satisfied by either individual policies or a combination of individual policies and an
umbrella policy:

i. The Contractor shall maintain Worker's Compensation insurance as
required by the laws of the State of Maryland and including Employer's
Liability coverage with a minimum limit of $500,000 for each accident;
$500,000 for each disease for each employee; and $500,000 for each disease
per the policy limit.

ii. Occurrence forms of comprehensive general liability insurance covering
the full scope of this agreement with limits not less than $1,000,000 per
occurrence and $2,000,000 aggregate for personal or bodily injuries and
$1,000,000 per occurrence and aggregate for property damage. A combined
single limit per occurrence of $2,000,000 is acceptable. All policies issued
shall include permission for partial or total occupancy of the premises by or
for the Administrative Office of the Courts within the scope of this Contract.
Such insurance shall include but shall not be limited to, the following:

iii. Comprehensive general liability insurance including a comprehensive
broad form endorsement and covering: a) all premises-operations, b)
completed operations, c¢) independent Contractors, d) liability assumed by
oral or written contract or agreement, including this contract, e) additional
interests of employees, f) notice of occurrence, g) knowledge of occurrence
by specified official, h) unintentional errors and omissions, i) incidental
(contingent) medical malpractice, ) extended definition of bodily injury, k)
personal injury coverage (hazards A and B) with no exclusions for liability
assumed contractually or injury sustained by employees of Contractor, I)
broad form coverage for damage to property of the Administrative Office of
the Courts, as well as other third parties resulting from completion of the
Contractor's services.
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iv. Comprehensive business automobile liability insurance covering use of
any motor vehicle to be used in conjunction with this contract, including hired
automobiles and non-owned automobiles.

v. Comprehensive Automobile Liability (if applicable):

Limit of Liability - $1,000,000 Bodily Injury
$1,000,000 Property Damage

The Contractor shall maintain Automobile and/or Commercial Truck
Insurance (including owned, leased, hired, and non-owned vehicles) as
appropriate with Liability, Collision, and PIP limits no less than those
required by the State where the vehicle(s) is registered, but in no case less
than those required by the State of Maryland. **Only applicable if the vendor
is likely to be driving in the State under this Contract. **In addition to owned
automobiles, the coverage shall include hired automobiles and non-owned
automobiles with the same limits of liability.

vi. Cyber Liability Insurance (if applicable):

Cyber Security / Data Breach Insurance — (For any service offering hosted by the
Contractor) ten million dollars ($10,000,000) per occurrence. The coverage must be
valid in all locations where work is performed and/or data or other information
concerning the State’s claimants and/or employers is processed or stored.

D. The insurance required under sub-paragraphs (A), (B), (C) above shall provide adequate
protection for the Contractor against claims which may arise from the Contract, whether such
claims arise from operations performed by the Contractor or by anyone directly or indirectly
employed by him, and also against any special hazards which may be encountered in the
performance of the Contract. In addition, all policies required must not exclude coverage for
equipment while rented to others.

If any of the work under the Contract is subcontracted, the Contractor shall require any
subcontractors to obtain and maintain comparable levels of coverage and shall provide the
Procurement Officer with the same documentation as is required of the Contractor.

SECTION 3 - PROPOSAL FORMAT

131

Two-Part Submission

3.1

Offerors must submit proposals in two separate volumes:
(@) Volume I - TECHNICAL PROPOSAL
(b) Volume I1 - FINANCIAL PROPOSAL
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3.2 Proposals

3.2.1 Volume I-Technical Proposal, must be sealed separately from VVolume II-Financial Proposal,
but submitted simultaneously to the Procurement Officer (address listed in Section 1.5 of
this RFP).

3.2.2 Submit an unbound original, so identified, and (4) four copies of each volume. An electronic
version of both the Volume I- Technical Proposal and the Volume Il- Financial Proposal
